DOCUMENT RESUME 



ED 074 322 

TITLE 

INSTITUTION 

REPORT NO 
PUB DATE 
NOTE 

EDRS PRICE 
DESCRIPTORS 



AC 014 26a 

staff Development Policy in the Extension 
Service-USDA* 

Department of Agriculture^ Washington , D. C, 

Extension Service. 

PSD-1-2U^7-72 

72 

15p, I Supersedes ERST-10 
MF-$0.65 HC-$3,29 

Adult EduGatlon Programs | ^Extension Agents; 
^yxtenslon Education * Government Employees; inservice 
Educationi Job Training; ^Manuals; professional 
Personnel 



ABSTRACT 

This manual describes a program for training 
extension service employees and states the general policies, 
requirements and procedures governing the training and development 
programs for USDA Extension Service staff. The topics covered arei 
(1) extension service training programs-responsibility for training, 
kinds of training to be carried out; (2) selection of employees for 
training; (3) authorisation of training-^authorisation by the USDA 
Office of Personnel, delegation of authorization, variation of work 
week for educatioual purposes, limitations, processing approval, 
agreement to continue in service; (4) contributions and 
awards^-authority to accept, general limitations, prior approval 
requirements; and (5) records and reports. (KM) 
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SECTION I - GMERAL PROVISIONS 



Purpose of (Hils Manual 

It is the purpose of this majiual to describe a program for training 
actenslon S^rYlce employees and to state the generfd policies^ requirement s 

procedures that will govern tht training and devetopment programs for 
Extension Servlee^ USDA^ staff. It is deslped to implement the Government 
Bnployees draining Act (Pi 85-507)^ enacted July 7, 1958^ plus substquent 
enactments and amendments^ namely P* L. 89-55^^ (Sept, 6^ 1966) | P. L. 90-206 
(Dec* 16, 1967)1 U. S. tode Title 5 - Chapter Ulj Chapter iflO of the Federal 
Personnel Manual| and Chapters 272 and 4lO of the Department Personnel Manual, 
P. 0. 89-i^78, {June 29^ 1966), 

Coverapie 

All career ajid career/conditional employees of the Extension Service 
are included within the scope of these policies^ requirements ^d procedwes 
except those on temporary employmeht. 

Definition s 

The term '"training and development" means a planned^ systematically 
conducted routine of instruction and practice directed tovard definite 
performMce Improvement objectives. It doei not Include staff conferences 
or meetings^ nor the normal instructional proeeis by ^hlch a supervisor 
instructs Ms subordinates in job performance. The training and development 
covered by these regulations is that ^hich la done in -whole or in part on 
official time and at gOTOmment expense. 

The m€JMlng of the tems "training through goverment f acllltlee*' and 
"training t^hrough nongovermynt .facilities" herein TOnfoms \?lth the defini- 
tions in mtle 5j U. S, Oode^ Chapter ^1, Sections klQl-kUB. As defined 
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therfln^ these terms mean: 

1. Training by. In or through aovtrmnen^ facllltlea covars that 
conducted on property controlled hy the gDvernment and through 
the services of any ciyllian or military pereonnel of the government, 

2* I^ainlng through nonfflvernmant facilities is that conducted on 
property not controlled by the ^vernment through the eervlces of 
neither cIvIUm nor military personnel of the govermitnt. 

General Policy G o verning Training ^ 

It is the policy of the Ertenslon Service to provide for training of 
employees as an integral part of its reaponslbllity for the eonduct of its 
affaire. In order to fulfill their ftinctlons adequately^ ES personnel need 
to prepare for the immediate Job ahead^ for chmges in problems and Bituatione 
as these affect the vork to be done^ for changes in ES program emphases^ for 
ineluilon of nev techniques and research findings regarding the educational 
process and extension educational methodology^ and for continuing self- 
development* Self'-tralnlng by employees vlll be , supplemented by an organized, 
continuing program of Inservice training provided by the EKtenslon Serviee, 
Such training progrMi 'Will be geared to the mission of the agency Md its 
pTOpram requirements, lb this end^ SWenelon Atolnistrationi 

Enco^ages all imlt adminiitrators of tha EJctension Service to 
reramend to the Atolnistra'tor policies Tfhich vill strengthen 
and improve employee training pro p'ama mi pTOCfflures. 
Oonducta a systematic Inventory of training naeds^ develope and 
implements training actlvltlii to matt these n^edi, mi evaluatei 
the results of training actlvltiei, 

Establlihis procedurts for the pm^se of coordinating itaff efforts 
in plaiming and conducting ataW^ dtvelopmeat. 
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h. Stimulates and en^uragas staff dtvel^pment^ toth through individual 
self- Improvement m& throu^ agency ipon sored activities, 

5* Arranges for ipecific development and training op^rtunitles that 
enable employees to impTOVe their sKllls, understandings^ m& 
attitudes. 

Speolfic policies relative to assignment of responilhllitles^ identi* 
fi cation of need for training, author iaed kinds of training^ evaluation 
and reporting are descrihad in the following pages* 

SECTIOlf II - BCMSIOII SIHVICE TRAINING PROGRAM 

R^ sijonslbility for Training 

Each \mit administrator vill aesese the annual and long-term training 
needs of each of the staff memhers -who eerve under him and reconimend the 
types of training best suited to meet these needs* Ha is reBponslble fors 

1, Providing ne-w employees ylth a planned orientation training 
program in individual and group conferences 'within the unit 
before they assume the full duties of their respective positions, 

2, Reconmending dually the types of training needed by unit staff 
members* These reeommendatloni -will be baied upon (a) major 
areas of the cm*rent program^ (b) shifts ^hich vill be req^red 
to meet future problems^ m& (e) areas of training needed to 
Implement pro^Mi changes. Qliese vill be submitted to the Director 
of Staff Dtvelopment for Gonsolidatlon into an annual Ebrtension 
Service' Training Plan for approval by the Administrator. 

3, Evaluating the training received and submitting a report on each 
to the Director of Staff Development for consolidation into an 
^Mnual Ertenilon S : , 
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The Staff DevelDpment i^lt "will give leaderihlp to the deyelopment and 
implementation of training programs for aflmlniitratlvei apecialist^ secre- 
tarial and support staffs of Extension Service. The Director of the unit 

1, Initiate -with ES unit admlnlstratori a proeess for determining 
training needs* 

2, Aaelst unit adTninlstrators In developing reOTmmendatioiis for 
training needed "by each imployee in their rtipectiye imite. 

3, Prepare aj^ annual agency training plan to be revlewd by the 
Administrator* 

If, ComB&l vith ES personnel Indlvi.dually on opportunities for 

professional improvemint* 
5, Review applications for training to be sture of compliance with 

applicable laws and repilations. 
6* Give leadership to planning aiid conducting training for etaff 

members or p^oups whire appropriate* 
7* Report to the Atolnlstrator annuaUy on ES training actlvltlei* 
8. Provia© Infomatlon through unit atolnlstratori cr^ricernlng Belectlon 

and aselpimtnt of employeei for training, as well as applicable 

UmltationB and restrictions on training* 

The artenslon Service Atolnlstrator, based on recommendations of the 
As^ciate Administrator and Deputy AtoinietratorSj will: 

1, Istablish a training budget at the beginning Of eaeh flBcal year, 
2« 1-fake decisions on "all aspects of training poll elf s and pTOp'sme* 



3. Set priorities for the tj^es of training to be given* 
h, Deteraine whether a prgposed program is In confonnity with overall 
BS policy^ 

Eaeh tTnployae is encouraged to deTOngtrate initiative^ reiourceful^ 
nesa^ aM ¥llllnpiess to take advantage of training opportimltles offeredj 
to exert effort to develop necessary competancltsj and^ in Gonstiltation i^lth 
his Inmedlate supervisor^ to develop and revise amually a long-term personal 
training plan. This plan vill Include self-lii^rovement and self-education 
activities ae well as training actlYltiee provided 'by the agency. 

Kinds of .fa^alnln^ to be Carried Out 

In developing training prop^ams and plans^ the unit adminiitrators mil 
give . consideration tot 

1. Orientation training, 

2. Job or production training* 

3# Maintenance or refresher training, 
if. Career or developmental training. 

5. Supervisory a^d managerial training. 

6. Scecutlve develjDpmentp 

Areas of training ^hich are auttorlsed for IS personnel include: 

1, Italnlng that vlll equip an Indlvldutl to carry out his ipeciallEed 
aiilpMent. 

2, [Draining that vlll equip an individual to assume broader responsi- 
billtlts within the fficteniion Service, 
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3. Training that vlll equip m individual to prepare for changes 
in program emphasis 'within his specialised assi^ment. 

SECIIOK III - SELECTION OF BffLOTOIS K)H TRAINIIIG 

Factors Ooasidared 

Whenever it la datermlnefl that training is to be given to some hut 
not all of the employees ellglhle for consideration^ selection methods used 
shall be baied on a consideration of! 

1, artenelon program emphaBls and the priority given to staff ^preparation 
in the propoied study area* 

2, Future benefits to Ertenilon prospects of continued ser^dce in the 
Agency or the DepartTnent of Agriculture, 

3« Clarity of Intent or purpobe of the studyj the extent to ^hlch 
personnel have clearly in mind >?hat the stuSy progrm i^ill be and 
the plan for carrying it out, 

k. The artent to %^hlch the employee' i present education and experience 
need to be iupplemented by training in Crder to improve performance 
in present asslsMent or to develop for a wre responsible asslpi- 
ment. 

5, Ihe emplDyee'i potential or capacity for developfient as indicated by 
past performance^ effects of pre^ous training^ and pooled judgnent 
ratings . 

6. ThB mployee's Interet ^ in and "willingness to undertake the training* 

ERIC 
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SECTION IV - AUTHORIZA'nOK OF TRAINING 

Au thQrlaatlon "by tha_USDA_ Office of Peraonnel 

ThQ following pro^sals for the training of employees are to be 
authorised by the Director of Peraonnel^ USDA: 

1, In all cases InTolvijig gontrlbutlons- or awards or the acceplanca 
of ^'free training-' (except that "fr^e training" made available by . 
manufaeturers as a normal service inc:i*dent to initial purchase or 
lease and use of their aquipnent or product 

2, In all cases involving the assl^mient of employees for training 
outside the United States, 

3t Cases Involving nongDverment training. for the purpoge of filling 
a position by proTOt ion, "when required as stated in the Department 
Peraonnel Manual (Chapter klO^ Subchapter 5^2a| Mendinent 106). 
PrGp*ams exceeding an aGade'^.lc year. 

In accordance %?ith Department regulations^ authorisations for certain 
outilde training vill be requested in advance on Ibrm AD-281 from the 
Director of Personnel^ USDA^ or his deei^te. These pro-ams are: 

1. TtiB ft'lnceton Mid- Career* 
Alfred P. Sloaii (at M^IpT.), 

3, Brookings Ft search PelloT^shlp, • 

ft^gram for J?ubllc Sclanee ^licy and Administration (University of 

Ney Mexico ) , 
5* Educatlan ^gram in Management (©SA), 
6* Fello-^shlp in Oongresslonal Operations* 
T. Stanford- Sloan, - 
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8. Educational Progrimi in Systems Analysis* 

9. The Industrial tollege of the Armed Forces, 
10. The National War Oollegei 

Delegation of Authorization . 

The Adminiitrator of Brtenslon Sei^ca or his designee may authorise 
parti dipation In Interagency training aetivltiei arid in training aetiyitles 
through mn^yerrmient facilities except as noted ato^s In Saetlon IV, ^ch 
Isslstrat Administrator or Deputy Adminiitrator is authorized to approva 
the requests for training for all persomifl -who come under his adnilnlstration^ 
within the frameTOrk of the approved training hudget and Department regulations* 
The following training may tie authorliadi 

1. K*alnlng 'by, in or through ^vermnent facilitigs 
Participation may be authoriaed in Interagency training actlYltiei. 
She Ebrtension Service thereby agreei to relm'ourse or share training 
costs ^ith the Department or Agency offering the course. Other 
expenses^ such as booki and transportation i^lthln the Washington 
metropolitan area^ ^111 be alljowed. Per diem vill be authorized 
•when living costB are charged and not included vtthln the tuition 

" CO its, 

2, K'aining through non^vernment facilitlti 

^ a. rull^time training , I^alnlng that is the only assi^ment of 

m employee during one or tot© wrk days le full- time training < 
An employee may be In pay or nonpay status. 

Cbntlnuoui study leave exceeding I6O hDv.f8 ^ An emplpyte may be 
approved for full-time itudy Itavt. ft'ior to approval of any 
full-time training of one semestir or TOre, the unit admlnis- 
: . trator vill c»uneel yitb the e^loyee concerning need and ; 
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purpose of the tralnirig and agency plans for utilising the " 
emp]byee upon TOmpletlon of the training, Tm unit admlnls- 
trator ^ill certify and Administrator will conciir that the 
study plM is deslpied to ecpiip the inaividual either (l) to 
carry out hie specialized asslpment^ or ( 2) to assume broader 
responelbllitles in. IS or the Department of Ap-iculture, 

A ma^lmian of one year at full salary ¥lll "be pemltted 
during a lO^yesLc: period. The employee may be authorized to us© 
the study leave time in various eomblnatlons. Study leave In 
excess of one year for each 10-year period will be taken as 
earned aMual leave or leave without pay if earned leave is not 
available* 

Individuals who are authorized contlni^us or full«tlme study 
leave outside of the Washington^ D, C,^ metro^lltan area in 
nongovemment facilities will receive transportatlgn costs from 
their official stations to the training site and return^ and 
per diem while on official travel itatus* lb offset additional 
expenses while in training^ per diem may be authorized in lieu 
of transportation of itwnediate family^ houiebold ^ods and personal 
effects tvom the employee's official station to \ e training site 
ajid returnt The cost of trans^rtatlon and related servicee 
cannot exceed the agp'egate per diem which would be paid for the 
period of training. 

Paymwit of tuition^ tooks^ materials^ and fees directly 
rtlated to the full-time training will be authorized. 
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c. Continuous sh ort- time study leave (9 to l60 hours Tuition 
traneportation, per diom and other incidental expenses may b 
approved for In-resldence ■TOrkshops, short courses or slmila 
activities. Travel and per diem costs for this type of trai 
activity, conducted outside the Waslilnston, D. C, Tnetropolit 
area, will be charged to the operating buagat of the Individ 
unit, 

a. tontinuous study leave t eiten in daily increments. An indivi 
may be authorized to taJce study leave In dally Increments, 
approval of the unit administrator and concurrence by the 
Administrator, the Individual may take study leave on a dai: 
baslo and feceive full salaa-y for the portion of time used i. 
the one- year salary privilege is eKhaugted, Oombinatione oi 
time taHen -whlGh have the approval of the unit admlnlstratoj 
and the Aaminietrator may vaiy. Tuition, hooks other ri 
expenses are aathorlzed. Per diem will not he allDwed. 
e. Training on less than full-time basis . An individual may b. 
authorized to participate in training activities on an hour 
hasis. The time in tralnlns is Gomputed as the nianber of hi 
spent m class or ^ith the instructor in the facility. Tul- 
■books and other related expenses are autliorizea. Transport 
and per diem -Mill not bo allo-wea. 

Variation of ^rk Week for Sduc atlonal Funsosee 

under the provisions of P. L. an K amployee may be permltt 

^ vary Ms vork veek in order to parti olpatw in educational activities. 



The imit administrator ie authorised to approve plans for variation 
of the indiviaual's wrk veek for this purpose. 

Limitations 

n*ainlng of an employee by, in or through a nongovernment facility for 
th© purpdii of filling a position hy promotion is prohibited If there is in 
the DepartTnent of Agriculture another tmployee of ©qual ability and suit- 
ability who is fully qualified to fill ^ch a position aiid is available at 
or -within a rtaBonable distance from the place or places vhare the duties 
of such positlone are to be perfomed, 

^frainlng solely for the pw^se of providing an opportunity for an 
employee to obtain an academic degree is prohibited. However/ agencies are 
not limited in auttorlzing training vhen such training la for the purpose of 
developing skills, abilities and !mo%^ledge -which \^ill beet c^allfy a person 
for the perfomajnGi of official duties. If, in the aeeompllstaient of this 
training^ the eraployei receives a dep'ee, this my be TOnsldered an incidental 
by-product of the training* 

Time spent by an employee In nongovernmert training c^ot exceed one 
ye^ In the first 10-year period of seinrlQe In goverment and in tach 10-year 
period of servlQe thtreafttr, (C^e one-year-ln-ten limitation may be waived 
under certain conditions 0 

anployaes must have one or tiore years of current, continuous civlUlan 
^vernment ser^dee before having ellglMllty for training in nongovtroment 
facllltlis, {ThiB limitation may be ralved under certain (^ndltions.) 

•Wie nisnber of man-yeare of training given TODA emplsyees through non« 
iovernment facilities may not exceed one per cent of the total man-years of 
employment appearing in the Department's budget eitiraates for that fiaeal 
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PrQcessine Approval 

Authorization for training shall bt prociised on Form AD*28l^ Individ- 
ually^ and in advaiice of the training exeept that only one copy of Worm AD^zBl 
vith list attached of all trainees inTOlvad may be used vhare a number of 
employeee are to undergo the same training \mder iubstantlally the game 
eonditione. 

The specific procedures to folloy in requtsting approval of my training 
activity may be foimd in "Procedure for Plajmingi Implementing and Evaluating 
Individual K^fesslonal Improvement Proprams^*' available from the Staff 
Development miit^ Prop*am and Staff DevelDpment. 

ACTeement to Oontlnue in Service 

All emplDyees scheduled for outside training shall enter into an agree- 
ment to continue in the service of the Department for an appropriate parlod 
of time af ber the training^ escctpt the folk^^lngi 

li ThosQ %^ho Be training does not exceed 8o hours 'within a single 

oowit or pro-am. 
2# Ihose vhose training is provided by mani^acturars as a nornml 

service incident to purchase or lease of their equipment or produeti 
3» ThoBm trained throu^ oirrespondence courses, 
i*.* TtiQBm vtose training Involves no expense to the aovernment other 
than their pay, 

Ihe employee must enter into the agreement before the training begins. 
Administrator vlll eatabllsh the required lengbh of oontinued service, 
vhich la at least three times the period of the training, A copy of the 
ERJC agreement shall be given to the employee, ^ / 
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Oi'ainees vho fail to fHilflll their agreement shall be required to repay 
tht gDvernment the additional escpenses inowred as a result of such trainliig 
imless the %Atolnlstrator finds that repayment wuld be against equi.ty^ good 
TOnselenQe or the public Interest. When an employee transfers to another 
government agency or a State actenslon Service before his seryice obligatlQn 
li satlBfled, the remainder of the obligation is transferred to the gaining 
agency. 

SECTION V - COMTRIBUTIOJIS AND AWARM 

Authority to Aocept • . 

Gontrlbuttons m& awrds may be made to and accepted by employees In 
oomectlon -with nongDverament training^ subjeot to the limltationa «id 
requirementa of Bcecutlve Order 113 W and the Federal Perionnel Manual* 

General Limitations 

TOiree major limitationi on the authority to accept contributions are? 

1. The organisation ^hlch makes the oontrlbutlon or awrd must "be tax 
exempt, Ife'avarda may be accepted from individuals. 

2. TOie anwunt of the contribution or bmbx& must be detemlned to be 
adequate to meet reasonable costs Incwred or to be Incurred by 
the recipient Incident to the training. 

3- It must be determined that the purpoie^ onount Mid type of contrl-^ 
butlon or avard.'^lll not place or tend to place the recipient under 
any Improper obligation to the grMtor. 

ft*lor AOTroval Requirements 

Bich ease of outside training that involves the acceptance of a contri- 
bution or avard or the acQiptanee ©f "free training" (that made available 



Ithout charge to all those meeting the eligihllity reqid.rements) shall 



he eubndttea to the ^amlnlstrator for prior approval on Torm AD-gSl. 
Aeceptanoe of a Dontrihutlon or a\^ard is ^nditional on m appropriate 
reduction of goyernment pa^^ent for the training. Records of the grant 
must he kept* 



^r evaluation purpoeee and to Insure compliance with the la\^^ the 
Staff Development unit will maintain a permanent file of training received 
at government expense by each IS employee. 

With the aisiitanoa of xmlt administr'ators the Mrector of Staff 
Development vill oonsolldate unit records into the annual ES training report 
Shortly after the end of the fiscal year^ hut not later than August 1^ the 
Director of Staff Development vill suhmlt this report to the Atoinistrator^ 
as required hy lav and reflations. 



SECTION VI - RECOroS MaPORTS 
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